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120 ABSENCE MANAGEMENT - LEAVE KEEPER 
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Duration 

 

 

This course will take approximately 2 -3  hours. 

 

You can complete it all today or by sections as needed.  

 

Itôs really up to you. 

 

You can take the training how it best fits in your schedule. 
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Preparation 

 

 

Avoid Distractions 

 

It is recommended that you avoid distractions during your training session.  You 
should close all other applications including your email while taking the course 
and silence your cell phone. 
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Course Objectives 

 

 

After completing this course you will understand how to 
 

¶ Request an Absence as a Leave Keeper 

¶ Cancel an Absence Request as a Leave Keeper 

¶ Run and view a query as a Leave Keeper 

¶ Work with the Monthly Calendar 
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Need Help? 

 

 

See complete instructions available at: https://ags.hawaii.gov/hip/for-time-leave-
keepers/ 

 

For further assistance, contact your local HR Office. 

 

Consult applicable Collective Bargaining Agreements for detailed rules for union 
members. 
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Key Terminology 
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Absence Reason 

 

 

Absence Reason-A specific cause of absence that can be selected during 
absence recording.  Note:  Providing an absence reason for a regular absence is 
optional. HIP will provide you options based on the Absence Name you choose. 
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Absence Request 

 

 

Absence Request-A request by an employee for time off for sick, vacation, 
military, bereavement or other time away from work. 
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Absence Type  

 

Absence Type - A grouping of absences, such as illness or personal business 
that is used for reporting, accrual, and compensation calculations. 
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Approved Absence  

 

 

Approved Absence - An absence that has been approved by the Supervisor or 
Human Resource Administrator for the requested time off. 
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Absence Forecasting  

 

 

Absence Forecasting - A feature that allows the system to determine if there will 
be enough balance based on existing requests and entitlements.  
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Leave Keeper  

 

 

Leave keeper - An individual that manages absences on behalf of employees to 
maintain accurate reporting to management. 
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Push Back Absence  

 

 

Push Back Absence - An Absence that has been pushed back from the 
supervisor to request more information or absence request revision. 
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Monthly Calendar Workforce Availability  

 

 

Monthly Calendar (Workforce Availability) - A feature that allows a leave keeper 
to view reported time and absences against an employee work schedule. 
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Working with Absence Management 

 

 

¶ Absence Management Overview 

¶ How to View an Absence 

¶ How to Request an Absence 

¶ How to Request a Partial Absence 

¶ How to Cancel an Absence Request 
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Absence Management Overview 

 

 

START HERE!  

 

Absence management module is used to manage absences such as vacation, 
family leave, sick leave, military, victim leave, union business or bereavement for 
the State of Hawaii.  This module is also used to maintain absence records and 
reporting to payroll and time and labor for all employees. 
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How are Absences Entered?    

 

Absences Entered Overview: 
 

Employees: 

Employee enters an absence using the Employee Self Service portal.  The 

system will only allow absences that an employee is eligible to use. Once the 

absence is entered in the system, it will be submitted in the approval workflow. 

 

Supervisors: 

Supervisors have the authority to enter absences on behalf of their direct reports 

in the system. The absence will be auto-approved and then processed for paid or 

unpaid leave according to the eligibility of the employee. 

 

 


